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Timesheet Information for Employees and Employers 

 
The Division of Developmental Disabilities (DDD) contracts with Public Partnerships to provide 
Fiscal Intermediary Services to Members. Please do your part to correctly complete timesheets 
so that payment is not delayed. Please do not hesitate to call Public Partnerships for help or if 
you have any questions.  
 
Keep these important instructions. Timesheets correspond with the pay period for your 
employer's district. Refer to the attached schedules and be sure to follow the pay period for the 
district where the consumer lives.  
 
Public Partnerships accepts timesheets by fax or e-timesheets at fms.publicpartnerships.com. 
Please note that in order to use e-timesheets both the member and the provider will need to 
access these timesheets online.  Paper timesheets that are faxed are read by a machine so it is 
very important that you fill out the timesheets clearly and completely.  
 
For additional copies, go to our website: http://www.publicpartnerships.com  
 
Note: Consumers and providers must complete all required forms prior to payments being 
issued. 
 
There are 14 required fields on our timesheet. These are described below. 
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Required Fields and Example Timesheet 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

All of these fields MUST be completed for the timesheet to be paid. 
 

1. Consumer ID: Also known as Member ID. This number has been pre-assigned by DDD. 
2. Provider ID: This is the ID that will be used by Public Partnerships to identify a 

provider. 
3. Service Type: Fill in the circle next to the service you are performing. If you provide 

more than one type of service, use separate timesheets. For example, use one timesheet 
for Respite and another timesheet for Attendant Care.  
 

Please also be aware when selecting ATC, you will need to place one of the 
following Service Choice codes in the box: 
N or Blank = Non-Family 
S = Spouse 
I = Other Family Living with Consumer 
O = Other Family Not Living w/ Consumer 
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4. Begin and End Dates: This is the first and last day of the pay period. Your payroll 
schedule will list these dates for you. 

5. Date of Consumer Signature: This is the date that the member or member’s 
representative approves and signs the timesheet.  

6.  Consumer Signature: This is the member or member representative’s signature. An 
‘X’ or a mark is accepted as a signature. 

7. Provider Signature: This is the signature of the provider. 
8. Date of Provider Signature: This is the date of the provider signature. 
9. Total Hours: Enter in the total number of hours worked. You do not need to round time 

to the closest 15 minutes. 
10. AM / PM: Fill in the circle indicating if you worked in the AM or PM. 
11. Time In / Time Out: Enter in the time you started working and the time you finished 

working. Please see instructions below for entering overnight time and multiple times per 
day. 

12. # Cons Served: This is the number of members served during this time period. 1, 2, or 3 
members can be served at once. Please be aware that there is an hourly rate change for 2 
or 3 members served.  

13. Provider’s Name: Enter the name of the person providing services. 
14. Consumer’s Name: Enter the name of the person receiving services. 

 
Special Situations 
 

1. Working Overnight: When you work overnight, you MUST complete one line for work 
you did before midnight and another line for work you did after midnight.  
 
For example, say you worked overnight Friday night from 8:00 PM to 6:00 AM. Enter 
the start time as 8:00 PM as seen below. Enter the end time for that day as 11:59 PM. 
Now, you did not finish working at 11:59 PM, you just finished working on Friday at that 
time. Enter the rest of your time on Saturday as shown below—12:00 AM to 6:00 AM. 

 

 
 

2. Working multiple times in one day: Many providers work with someone several times 
in a day. You can enter as many in and out times as you want, but you must enter each on 
a new line.  
 
For example, say you started working for Joe at 10:00 AM. You helped him until 11:59 
AM. You left to run an errand, came back at 3:00 PM, and stayed until 4:30 PM. You 
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would enter one line for each time you were providing services as shown below. If you 
came back a third time that evening, you would need to move onto another timesheet.  
 

 
 

General Suggestions for Completing Timesheets 
 

 
 
 
 
 
 
 
 
 

 
 

Obtaining Timesheets 
 

You can make copies of the timesheets we give you, but only if the copies are even. NOTE: DO 
NOT make copies of copies. Keep an original to make copies of. This makes the timesheet 
very light and the computer cannot read it and will cause delays in your payment.  

 
You can download copies of timesheets online at www.publicpartnerships.com. Click on the 
picture of Arizona, then select the Independent Provider Program link, then the Documents tab.  

 
You can call customer service at 1-800-391-519 and ask for timesheets to be sent to you. 
 

Submitting Timesheets 
 

1) Mail the Timesheet to Public Partnerships. Here is the address: 
Public Partnerships, LLC 
One Cabot Road, STE 102, Medford, MA 02155 
 

2) Fax the timesheet to the number for timesheets only: 1-888-836-0066 
 

3) Submit an e-Timesheet online at fms.publicpartnerships.com. NOTE: Both the provider 
and the member/EOR will need access to the internet to use this method. Instructions are 
included below.  

1. Fill in the timesheet clearly. Remember, it is being read by a computer. If it 
cannot read your timesheet, it may delay your payment.  

2. Fill in all required fields. You will not be paid unless all of the fields are filled 
in.  

3. Do not use colored ink. The machine has trouble reading light colors.  
4. Do not round time. Write the exact time. Our machines will round your time. 
5. Do not cross out information. The computer will not read it. Use a new 

timesheet.  
6. Make sure you use clear, quality copies of timesheets.  

http://www.publicpartnerships.com/

